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DLAI 1436.3

CAHS
26 Cct 99
SERI QUS | LLNESS, | NJURY, OR DEATH OF Cl VI LI AN EMPLOYEES
A. REFERENCES
1. DLAR 1436.3, Serious Illness, Injury, or Death of Enployees, 23 Jan 90, superseded.
2. DLAD 1436.3, Serious lllness, Injury, or Death of Enpl oyees.

3. DLAM 1300.1, MIlitary Personnel Adm nistration, Chapter Xll, Casualty Reporting,
Hospitalization, Illness and Death.

4. DLAD 3020.1, DLA Situation Reporting (SI TREP) System
5. DoD 1400.25-M DoD Civilian Personnel Manual, Chapter 800, Insurance and Annuiti es.
6. 1d. at Chapter 600, Subchapter 630, Leave.

7. 20 CFR Part 10, dainms for Conpensation Under the Federal Enployees' Conpensation
Act, as anended.

8. 5 US C 5702, Per diem enployees traveling on official business.

9. Joint Travel Regulations (JTR), Chapter 6, Travel Under Special C rcunmstances, Part
B: Death Cases, Allowabl e Expenses.

10. Public Law 104-208, the Omi bus Consol i dated Appropriations Act of 1997, Section
651.

11. DoD Directive 1404.10, Energency-Essential (E-E) DoD U.S. Ctizen Cvilian
Enpl oyees.

12. DoDI 1400.32, DoD Civilian Wrk Force Contingency and Emergency Pl anni ng
Gui del i nes and Procedures.

13. 5 U. S.C. 5582, Designation of beneficiary; order of precedence.
14. 5 U. S.C. 6307, Sick | eave; accrual and accumnul ati on, Footnote 1.

15. 5 U S. C 6327 (Footnote 1), Absence in connection with funerals of fell ow Federal
| aw enforcenent officers.

B. PURPCSE. This instruction inplenents reference A2 and establishes procedural
requi rements regarding notification and assistance in matters related to serious illness,
injury, or death of civilian enployees and nmenbers of their imrediate famli es.

C. APPLI CABI LI TY AND SCOCPE. This instruction applies to HQ DLA, maj or subordinate
commands, DLA field activities, and Federal activities serviced by a DLA Custoner Service
Unit (CSU) or Human Resources Qperations Center (HROC). It applies to all DLA civilian
enpl oyees worl dwi de, whether at their regular duty station or on travel, in the United
States or overseas. It does not apply to nilitary casualties or injuries, which are
covered by reference A3.

D.  DEFINITI ONS

1. Imediate Family Menber. The enpl oyee's spouse, parent or step-parent, child or
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step-child, or designated next of kin.

2. Key Enployee. Enployees in grade GS/ G\t 15 and above or those occupyi ng positions
of Division Chief and above.

3. Next of Kin. Famly nenber designated by enployee to be notified in the event of
an enmergency. |In the absence of such designation, the follow ng order of precedence is
used to identify next of kin:

a. Spouse

b. Child above the age of mpjority

c. Parents

d. Siblings

e. Gandparents

f. Oher relatives in order of relationship to the individual according to the |aws
of the enployee's state of donicile.

4. Serious lllness or Injury. For the general purpose of this instruction, a serious
illness or injury is one which is life-threatening or is expected to incapacitate a
person for nore than 1 week. What is considered as a "serious illness or injury" will be
dependent upon the nature and extent of the enployee's condition and will require a

reasonabl e judgnent by the supervisor concerned. Conditions requiring hospitalization
and continuing nedical treatnment, such as heart attack or anputation, are exanples of
serious illness and injury.

E. PROCEDURES

1. Reporting Serious Illness, Injury, or Death of Civilian Enployees and Fam |y
Menber s.

a. The serious illness, injury, or death of an enployee while in a duty status will
be reported imediately by the head or designated representative of the activity where
the incident occurs to the Headquarters, DLA, Joint Logistics and Contingency Qperations
Team CAIL, or, after duty hours, to the HQ DLA Staff Duty O ficer (SDO), in accordance
with reference Ad. CAIL will ensure that death reports are forwarded i nmediately to the
Director, DLA, the Director, Human Resources, CAH, the DLA Chaplain, DDAC, the Ofice of
Congressional and Public Affairs, CAAR, the Conmand Security Ofice, CAAS;, and the
appropriate Major Subordi nate Command, Directorate, or Ofice, and to other organizations
as specified in Ela(2), below. Depending on the circunstances, the followi ng reports are
required:

(1) The serious illness, injury, or death of an enployee at his or her permanent
duty station will be immediately reported by that activity to:
(a) CAIL

(b) The cogni zant Maj or Subordi nate Comrmander, through comand channel s; and
(c) The enployee's servicing CSU

(2) The serious illness, injury, or death of an enployee on travel or tenporary
assignnment will be immediately reported to CAIL, or the HQ DLA SDO after duty hours, as
above, and to the head of the activity where the enployee is permanently assigned. |If

the incident occurs overseas or during a contingency or other energency situation (e.qg.
natural disaster or bonbing), CAIL or the HQ DLA SDO wi |l notify the enpl oyee's permanent
duty location, in addition to the reports required under Ela, above. Upon receipt of the

report, the permanent duty location will imrediately conplete the reporting requirenents
of Ela(1)(b) and (c), above.
(3) Any difficulties in contacting the enployee's permanent duty station will be
i medi ately referred to CAH for resol ution
b. Reports of serious illness, injury, or death of civilian enployees will include

the follow ng informtion:
(1) Enployee's nane and social security nunber
(2) Enployee's position title, series, and grade
(3) Name of DLA activity to which enployee is pernmanently assigned
(4) Nature of illness, injury, or cause of death
(5) When and where illness, injury, or death occurred
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(6) CGircunstances invol ved

(7) Location of enployee or renmains, including the name, address, and tel ephone
nunber of the hospital, nortuary, or other facility

(8) \Whether next of kinis aware of illness, injury or death

(9) Name and nunber of individual to contact for nore information and assi stance

(10) Nane, title, and tel ephone nunber of individual submtting the information

c. The serious illness, injury, or death of a key enployee while in other than a
duty status will be reported by the commander of the enploying activity in the sane
manner as a death while on duty.

d. The serious illness, injury, or death of civilian enpl oyees of other DoD
conmponents or Federal agencies while at DLA facilities or DLA sponsored events will be
i Mmedi ately reported to the applicable Departnment or Agency Head and to CAH. Reports
will include the information listed in Elb, above. DLA activities will provide al

possi bl e assistance to the affected agency in neeting that agency's reporting and next of
kin notification requirenents.

e. The death of an imediate fam |y nmenber of a DLA enployee will be reported by the
enpl oyee' s i nmedi ate supervisor to the office responsible for the preparation of the
condol ence letter in accordance with section E5 below and | ocally established procedures,
excepting that, if the enployee denmurs, no report need be nmade.

f. Al DLA activities will establish local reporting procedures for the serious
illness, injury, or death of enployees and their imediate fam |y nmenbers. Procedures
will include notification checklists with points of contact and tel ephone nunbers to

ensure that all required notifications are conpleted expeditiously. Sanple checklists
are provided at enclosure 1.

g. CAIL will establish procedures for exercises which clearly distinguish reports of
simul ated serious illness, injury, or deaths fromactual occurrences. Special care wl]l
be taken to ensure that exercise nmessages remain wthin exercise channels.

(1) Notification of Next of Kin.
(a) Primary responsibility for next of kin notification rests with the head of

the enpl oyee's permanent duty station; however, other activities will provide any
reasonabl e assi stance which may be requested by the responsible activity or by CAH
[1] Any difficulties in acconplishing notification of next of kin will be

reported to CAH i nmedi ately, by tel ephone, along with a report of any actions being taken
to resolve the situation

[2] The HROC will be inforned i mrediately once next of kin notification is
compl ete and shoul d be advi sed of any questions or concerns raised by the next of Kkin.
(b) Death
[1] In the event that an enployee dies while on duty, the next of kin will be

notified imediately and in person by the activity head or designee or, for HQ DLA

enpl oyees, the cogni zant HQ el enent (the Deputy Director; the Commander, Defense Contract
Managenent Command; the Commander, Defense Logistics Support Command; the Director,
Corporate Administration; the Conptroller; the Chief Information O ficer; or the Genera
Counsel ) or desi gnee.

[a] |If the next of kin do not reside in the vicinity of the activity, but
are |l ocated near another DLA activity, that DLA activity nmay be requested to assist in
the notification.

[b] If the fatality occurs overseas, and the next of kin were in the sane
theater of operations, the |local overseas commander will be responsible for notification
of the next of kin. |If the next of kin have remained in the continental U S., or are in
a different theater of operations, notification of next of kinis the responsibility of
the maj or subordi nate conmander or cogni zant HQ el enent, or desi gnee.

[c] |If the fatality occurs while the enployee is on TDY within the
continental United States, and the next of kin were acconpanying the enpl oyee,
notification will be carried out by the conmander of the activity where the fatality
occurred.

[d] If there is no DLA activity in the vicinity of the next of kin and
travel would unduly delay the notification (for exanple, when the death occurs in the
continental U S. and next of kin are |ocated overseas), CAH assistance may be requested
to arrange notification assistance from another DoD activity. Notification will be
conducted by tel ephone only as a | ast resort.

[2] Notification will be acconplished within 4 hours of the incident. Any
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difficulty in acconplishing notification of next of kin will be reported immediately to
CAH.
[3] @uidelines for conducting notification of next of kin are provided at
encl osure 2.
c. Serious illness or injury

(1) In the event that an enpl oyee becones seriously ill or injured while on duty,
the first priority is to ensure that appropriate nedical care is provided. Once that is
acconplished, the next priority is the notification of next of kin. The designated
representative of the enploying activity will contact the next of kin in the fastest
manner possible, usually by tel ephone, unless the severity of circunmstances warrants
notification in person

(2) Notification will include the information required at Elb(4) through (7)
above, as well as the nanme of any enpl oyee who may have acconpani ed the enpl oyee to the
nmedi cal care facility and the tel ephone nunber where supervisor nmay be reached if needed.

3. Benefits and Assi stance

a. The HROC and the enployee's CSU will provide assistance and counseling regarding
benefits for seriously ill or injured enpl oyees, and for their survivors in the case of
their death. A single, specific office staff nmenber will be designhated as the point of
contact in each such case.

(1) The HROC will determine entitlements to benefits and will informbeneficiaries
of the same in witing, with copy to the CSU  CSUs will provide any requested assistance
in contacting and counseling beneficiaries. (2) Al necessary claimfornms will be

provided pronptly and all assistance given in conpleting and processing these
expedi tiously.

(3) Cuidance on enpl oyee benefits is provided by references A5 and 6. (Qui dance on
benefits payabl e under the Federal Enployees' Conpensation Act (FECA) for serious
illness, injury or death is provided by reference A7. Quidance regarding travel expenses
is provided by references A8 and 9. (Quidance on death gratuity paynents is provided by
reference A10. CQuidance on certain benefits specific to contingencies is provided by
ref erences A1l and 12. A summary of death benefits, with references, is provided at
encl osure 3.

b. Beneficiaries

(1) Al enployees should be fully advised concerning designation of beneficiaries
for anounts due upon the death of the enpl oyee.

(2) Specific designation of beneficiary is not necessary if the order of
precedence established under reference Al3, or as otherw se established by the state in
whi ch the enpl oyee resides, is satisfactory to the enpl oyee. However, should enpl oyees
desire that any benefits payabl e upon death be nmade to a person or persons ot her than
those in the set order of precedence, a separate designation of beneficiary nmust be nade.

(3) The HRCC shall ensure that enployees are rem nded annually, either in
conjunction with the updating of energency contact information or as otherw se
appropriate, of the need to keep designations of beneficiaries current.

c. Counseling

(1) DLA Enpl oyee Assistance Prograns (EAPs) shall be prepared to provide grief
counseling for enployees and fanmily menbers.

(2) \When the circunstances surroundi ng the death of an enpl oyee are traumatic, for
exanpl e, cases of homicide or multiple fatalities, a critical incident stress debriefing
or other structured intervention may be appropriate. Heads of DLA activities are
encouraged to nake advance arrangenments for professional intervention in such cases.

d. Funeral and nenorial services

(1) The death of a coworker is a serious event affecting the workforce and the
Agency. To the greatest extent possible, enployees should be pernitted to attend
funeral s and nenorial services for their co-workers. Guidance on funeral |eave is
provi ded by references Al4 and 15.

(2) Menorial services may be conducted at the worksite following the death of an
enpl oyee. Assistance in planning nmenorial services is available fromthe HQ DLA Ofice
of the Chapl ai n.

4. Property
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a. The personal effects of a deceased enployee which are in the workpl ace or cone
into the custody of a DLA activity will be collected, inventoried, and safeguarded unti
they can be given to the next of kin. The enployee's supervisor will generally be nopst
able to determine which itens are personal and which are work-connected. The enpl oyee's
supervisor will, therefore, in nobst cases be responsible for inventorying and packagi ng
the enpl oyee's personal effects. These itens should be given personally to the next of
kin either during a condol ence visit by the supervisor, during a benefits counseling
visit by a personnel specialist, or by delivery to famly nmenbers who el ect to cone on
site. Only in rare cases will the itens be mailed. However the itenms are transferred, a

witten record should be kept of itenms provided to next of kin. This record will be
nmai ntai ned for as |long as necessary, but no | ess than 2 years.
b. Supervisors will also nmake arrangenents for the return of Government property in

the charge of the enployee, including Governnment credits cards, civilian ID card, office
keys, issued equiprment, etc. These arrangenents should be nade sonme tinme after the
initial notification visit, when the next of kin have been able to collect thenmsel ves and
are ready to consider practical matters.

5. Condol ence Letters

a. Brief letters of condolence will be sent to DLA enpl oyees when a nenber of their
imediate famly dies, or to the next of kin when an enployee dies. The letter should be
personal and synpathetic in tone and shoul d offer assistance whenever possible. Sanple
condol ence letters are provided at enclosures 4 and 5.

b. Oficial condolence letters for Headquarters DLA enpl oyees and key enpl oyees at
field activities will be signed by the Director, DLA. Condolence letters for all other
enpl oyees will be signed by the maj or subordi nate commander or the Commandant, DLA
Adm ni strative Support Center (DASC), or designee.

c. The requirenment for an official condolence letter in no way precludes any other
of ficial or enployee fromsending a personal note of condolence. Sinmlarly, nothing in
this instruction precludes the preparation of condolence letters in circunstances ot her
than those for which they are strictly required, for exanple, the death of an enpl oyee's
sister or brother. Care should be taken to ensure that all enployees within an activity
are treated equitably, however.

d. To pernit preparation of a condolence letter for signature by the Director, DLA,
the death of any HQ DLA or key field enployee, or of their inmediate fam |y nmenber, wll
be inmedi ately reported directly to CAHM

(1) For enployee deaths, include the information required in Elb(1) through (6),
above; the nane, relationship, and conplete hone address of next of kin; and a brief
st at enent about the enpl oyee's nost commendabl e work acconpl i shnments.

(2) The death of an immediate fam |y nmenber of a HQ DLA or key field enployee will
be inmedi ately reported to CAHM by the enpl oyee's supervi sor or other designated
representative of the enploying activity. The report will include the enployee's nane,
position title, grade, duty assignnent, conplete hone address, and the deceased's full
nane and relationship to the enployee. |If the enpl oyee denurs, no report need be nmde.

6. Enmergency Contact Infornation

a. DLA activities will maintain enmergency contact information for all enployees, to
include, at a mininmum the nane, address, and tel ephone nunber of the enpl oyee's next of
kin. This information will be safeguarded in accordance with Privacy Act requirenments but
nust be maintained in a readily accessible manner. Enployees will be requested to update
this information annually and as changes occur.

b. The HROC shall ensure that DLA activities are rem nded annually of the
requi rement to update energency contact information

c. Enployees traveling or assigned overseas will be requested to update energency
contact information before departure. For enployees depl oyi ng overseas, this information
nust be recorded on DD Form 93, Record of Emergency Data, in accordance with reference
Al2. A copy of this infornation will be nmintained by the enploying activity and by the
HROC.
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F. RESPONSI BI LI TI ES

1. HQ DLA
a. The Executive Director, Human Resources, CAH, will provide broad policy guidance
on matters relating to serious illness, injury, and death of enployees

b. The Assistant Executive Director for Staffing, Labor and Enpl oyee Rel ati ons,
CAHS, will:

(1) Provide guidance to DLA activities on matters relating to serious illness,
injury, or death of enployees and nenbers of their imediate famli es.

(2) Provide guidance to DLA activities on matters relating to FECA and injury
conpensati on.

(3) Assist HQ elenents and DLA field activities in the resolution of any
difficulties encountered in conpleting the reports and notifications required by this
instruction.

c. The Assistant Executive Director for Mlitary Personnel, CAHM wll prepare
letters of condol ence for signature by the Director, DLA
d. The Chief, Joint Logistics and Contingency Operations, CAIL, wll:
(1) Mintain the SITREP reporting systemin accordance with reference A4.
(2) Establish procedures for exercises which clearly distinguish reports of

simul ated serious illness, injury, or deaths from actual occurrences.
(3) Receive and forward reports of serious illness, injury, and death of enpl oyees
in accordance with Ela, above.
e. The Chaplain, DDAC, will provide guidance and support to nmanagenent and the

bereaved, as requested.
f. HQDLA Staff Elenents will:
(1) Report deaths of HQ DLA enpl oyees and family nenbers to CAHM
(2) Notify next of kin in the event of the serious illness, injury, or death of an
HQ DLA enpl oyee.
g. The Conmander, DLA Contingency Support Team (DCST), will be responsible for

reporting the serious illness, injury, or death of a civilian DCST nmenber
(1) Field Activities
(a) Major Subordinate Conmands will ensure that their conmmands and activities:

[1] Lend maxi mum assi stance to enpl oyees and to enpl oyees of all tenant
organi zations (including HQ and DoD managenent support offices) for which the activity
provi des personnel nanhagenent service, in the event of serious illness or injury on or
off the job, and to fam |y nenber survivors in the event of the death of an enpl oyee.

[2] Establish witten procedures for the notification of next of kin in the
event of an enpl oyee's serious illness, injury, or death at work, as required by E2,
above, and ensure that all such notifications are pronptly acconpli shed.

[3] Establish Iocal reporting procedures, with checklists, for the serious
illness, injury or death of enployees and their inmediate fam |y nmenbers, and ensure that
the reporting requirenments of El, above, are net.

[4] Provide next of kin notification and survivor assistance as a courtesy for
other DLA activities upon request.

[6] Establish a process for sending brief letters of condol ence to enpl oyees
when a nenber of their inmrediate fanmily dies or to the next of kin when an enpl oyee dies.

[6] Notify CAHM of the deaths of key enpl oyees and their imrediate famly
menber s.

(b) The Commandant, DASC, will inplenment this directive for HQ DLA and DASC.
(c) The Director, DLA HRCC, will:

[1] Provide advice to enpl oyees and their beneficiaries concerning benefits
and entitlenents, including unpaid conpensation, Federal G oup Life Insurance, retirenent
annuities, Thrift Savings Plan account bal ances, death gratuities, Federal Enployees
Heal th Benefits coverage, FECA benefits, etc.

[2] Maintain energency contact information for enpl oyees assigned, depl oyed,
or traveling overseas.

[3] Annually request update of designation of beneficiaries.

d. Human Resources CSUs will:
(1) Imrediately forward reports of enployee serious illness, injury, or death to
t he HROC.
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(2) Wirk closely with the enpl oyee's supervisor, the EAP, and the DLA HROC to
assi st enployees and their next-of-kin in cases of serious illness, injury, or death.

3. Supervisors are responsible for:

a. Initiating required reports of serious illness, injury, or death of their
enpl oyees and i medi ate fam |y nenbers.

b. Mintaining current, up-to-date next of kin information for enployees and
ensuring that enpl oyees update energency infornmati on as necessary.

c. Ensuring the transfer of a deceased enpl oyee's personal effects to the next of
Ki n

d. Ootaining the return of any Government property assigned to a deceased enpl oyee.

4. Enpl oyees are responsible for:

a. Providing their inmrediate supervisors with witten notice of injury sustained in
the performance of duty within 48 hours of the occurrence of the injury.

b. Ensuring that energency data required to notify their next of kin is kept
current.

c. Designating beneficiaries for amounts due upon their death.

G EFFECTIVE DATE. This instruction is effective i mediately.
H | NFORMATI ON REQUI REMENTS. (Reserved for future use.)

BY ORDER OF THE DI RECTOR

5 Encl osures R B. FREDERI CK
1. Sanple Checklists for Acting, Headquarters Conpl ex Commandant
Reporting of Serious
Il ness, Injury, or Death
2. CQidelines for Notification
to Next of Kin of Enployee
Deat h
3. Death Benefits
4. Sanpl e Condol ence Letter for
Deat h of Enpl oyee
5. Sanpl e Condol ence Letter for
Death of a Fami |y Menber

COORDI NATI ON: CAHS, DCMC, DLSC,
GC, CAI, CAAS, DDAC
Encl 1
DLAl 1436.3
SAMPLE CHECKLI STS FOR REPORTI NG OF SERI OUS | LLNESS, | NJURY, OR DEATH

(Note: Activity checklists should include contact names and tel ephone nunbers)

SERI OQUS | LLNESS, | NJURY, OR DEATH - REGULAR DUTY STATI ON

| medi at e supervisor or responsible official will notify inmediately:
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For serious illness or injury, inmediately notify:

Then notify:
I f enployee has child enrolled in a DLA Child Devel opnent Center,

_ _lLocal Command Security Ofice
~ local Safety and Health Ofice
_ Activity Head or Commander
_____csu

~__Next of Kin
______Enpl oyee Assistance Program
_____ _Chaplain
______Child Devel opnent Center

Command Security Ofice will notify imrediately, if appropriate:

___Local Police

Activity Head or Commander will imediately notify:

If any difficulty in contacting Next of Kin, notify:
After Next of Kin notification, contact:

| f deceased is key enpl oyee, also notify:

____CAL
_Maj or subordi nate conmander,
t hrough command channel s
____ _Counsel (if appropriate)
~__Public Affairs Ofice (if
appropri ate)
~__Next of Kin

CSU will inmediately notify:
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___HRCC

SERI QUS | LLNESS, | NJURY, OR DEATH - ON TRAVEL OR TEMPORARY ASSI GNVENT
I N THE CONTI NENTAL UNI TED STATES

Supervi sor or responsible official at activity where incident occurs will imediately
notify:

And then notify:

_ _lLocal Command Security Ofice
~ local Safety and Health Ofice
_ Activity Head or Commander
_____csu

__ _lLocal Enployee Assistance Program
____Local Chaplain

Commander or head of activity where incident occurs will imediately notify:

____CAL
______Commander or Head of enpl oyee's
per manent duty station
_Maj or subordi nate conmander, through
command channels, (for activity where
i nci dent occurred)
___Counsel (if appropriate)
__ Public Affairs Ofice (if
appropri ate)

Command Security O fice of activity where incident occurs will notify imrediately, if
appropri ate:

___Local Police

Commander or Head of enployee's permanent duty station will inmediately notify:
If any difficulty in contacting next of kin, notify:

After next of kin notification, contact:

For death cases involving HQ DLA or Key Field Enpl oyees, also notify:

_Maj or subordi nate conmander, through

command channel s
~__Next of Kin

file:///A|/i14363.txt.txt (9 of 16) [11/10/1999 3:40:42 PM]



file:/IIA|/114363.txt.txt

CAHM

CSU will inmediately notify:

___HRCC

SERI OUS | LLNESS, | NJURY, OR DEATH - OVERSEAS

Supervi sor or responsible official at activity where incident occurs will imediately
notify:

And then notify:

I f enployee has child enrolled in Child Devel opnent Center, notify:

__ _lLocal Command Security Ofice

_ local Safety and Health O fice

_ Activity Head or Commander (DCST

Commander)

___ _lLocal Enployee Assistance Program
____Local Chaplain

______Child Devel opnent Center

Commander or head of activity where death occurs (DCST Conmander) will inmediately
notify:

If next of kin are in same theater of operations, notify:

CAl L

~__Next of Kin

Head or Commander of enpl oyee's permanent duty station will imrediately notify:
If Next of Kin were not acconpanyi ng enpl oyee overseas, imediately notify:

If any difficulty in contacting Next of Kin, notify:
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For death cases involving HQ DLA or Key Field Enpl oyees, also notify:

_Maj or subordi nate conmander, through
conmand channel s
_____csu

~__Next of Kin

CAH

CAHM

CSU will inmediately notify:

___HRCC

Encl 2
DLAl 1436.3

GUI DELI NES FOR NOTI FI CATI ON TO NEXT OF KIN OF EMPLOYEE DEATH

1. Next of kin notifications nmust be conducted with tact and consideration. Care should
be taken not to upset the next of kin any nore than is unavoi dably necessary. Graphic
gory, or enbarrassing details should not be related. Discussion of responsibility for

t he incident should be avoi ded.

2. Information provided to next of kin will be |limted to facts which have been
confirmed. A witten statenent of facts should be prepared for reference before
conducting notification. Accuracy of information provided is of paranount inportance.

3. Every effort will be nade to avoid "informal" notification of next of kin before the
of ficial notification can be acconplished. Enployees should be advised to delay contact
with next of kin until the official notification is conplete.

4. It is strongly recormmended that two persons be present for the notification, for
exanpl e, the activity commander and a chaplain, or the civilian personnel officer and a
seni or manager. Notifications should be coordinated with the Command Security O fice and
the local police.

5. Information on benefits and entitlenments will not generally be provided during the
initial death notification. Rather, the next of kin should be advised that a personne
specialist will contact themthe next day to provide benefits information, answer

guestions, and otherw se be of assistance. The HROC nust be notified i medi ately once
next of kin notification is conplete and should be infornmed of any questions or concerns
rai sed by the next of kin.

6. Do not physically touch next of kin in any manner unless there is shock or fainting.
Sunmmon nedi cal assistance inmediately, if necessary.

7. Do not discuss:
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a. Specific questions regardi ng subjects such as insurance, death gratuity, final pay,
etc. |If asked, advise that the Human Resources representative will discuss those issues
with them

b. The enpl oyee's personal effects, unless asked by the next of kin.

c. Questions relating to responsibility for the death.

SAMPLE DEATH NOTI FI CATI ON:

1. ldentify yourself: "I amName fromthe Activity Nanme and Address."

2. Ensure you are speaking to the correct person: "Are you Nanme of Next of Kin? Are you
the Rel ative of Nane of Deceased?"

3. If person to be notified is at honme, state that you have an inportant nmessage to
deliver and ask permission to enter the residence: "I have an inportant nmessage to
deliver regarding your Relative. My | cone in?"

4. Do not read the statenent, but state your nessage briefly and without hurrying: "It
is with the greatest regret that | nust informyou that your Relative, Name of Deceased,
di ed/was killed while on duty at Location on Date. State circunstances of death. On
behal f of the Defense Logistics Agency, | offer ny deepest synpathy to you and your
famly in your tragic |oss."

5. State circunstances of death sinply. Advise next of kin of current |ocation of
deceased and contact information to view claimrenains.

6. |If possible, verify contact information: |If |I may, | would |ike to confirmyour
conpl ete nane, tel ephone nunber, and mailing address. This will enable us to nake sure
you receive all the information you will need. A Human Resources representative wll

contact you within 24 hours to provide further assistance.

7. If there are no other adult nenbers of the famly at honme, ask if the next of kin
woul d like you to call someone to be with them "My | call sonmeone or ask a nei ghbor to
come in to help you?"

8. Cose by clearly announci ng your departure and repeating the nessage of condol ence:
"Name of Next of Kin, | nmust return to Activity Nane. Again, on behalf of the Defense
Logi stics Agency, | offer my deepest synpathy."

Encl 3
DLAl 1436.3

DEATH BENEFI TS

This enclosure is intended to provide an overview of benefits and entitlenents relating
to the death of Federal enployees and their fanmly nenbers, and direction to sources of
nore detailed information. The descriptions of benefits have been sumari zed and may not
be conplete. For conplete informati on on enpl oyee and survivor benefits, please refer to
t he source docunents indicated.

Leave (see DoD Civilian Personnel Manual, Chapter 600, Subchapter 630, Leave)
U S.C. Section 6307, Sick |eave; accrual and accunul ation, Footnote 1 (B). Sick

| eave may be used for purposes relating to the death of a famly menber, including to
nmake arrangenents for or to attend the funeral of such famly nmenber (see also, 5 CFR
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630. 401(a) (4)).

5 U S C Section 6327 (Footnote 1), Absence in connection with funerals of fell ow
Federal | aw enforcenent officers. Federal |aw enforcenent officers or firefighters may
be excused fromduty without |loss of pay or leave to attend the funeral of another
Federal | aw enforcenent officer or firefighter who was killed in the line of duty.

Federal Enpl oyees Conpensation Act (FECA)

The survivors of a Federal enployee whose death is causally related to enpl oynent
are entitled to benefits in the form of conpensation paynents, funeral expenses,
transportati on expenses for the remains, if necessary, and paynent for termnation of the
deceased's status as a Federal enployee (see 20 CFR, Part 10, Sections 10.410-10.417,
Conmpensation for Death).

5 USC 8133. Conpensation in case of death. (a) |If death results froman injury
sustained in the performance of duty, the United States shall pay a nonthly conpensation
equal to a percentage of the nonthly pay of the deceased enployee in accordance with the
fol |l owi ng schedul e:

(D To the widow or widower, if there is no child: 50%

(2) To the widow or widower, if there is a child, 45% and in addition 15% for each
child not to exceed a total of 75%for the wi dow or wi dower and chil dren

(3) To the children, if the deceased enpl oyee | eaves no spouse: for the first child,
40% for each additional child, 15% up to a maxi mum of 75% divided equally anong the
chil dren.

(4) Oher surviving dependents, such as parents or siblings, may be entitled to
conpensation at various percentages according to the degree of dependence.

Ibid., (f), authorizes paynment of $200 to the personal representative of deceased
enpl oyee for reinbursenment of costs of termination of the decedent's status as an
enpl oyee of the United States.

5 USC 8134. Funeral expenses; transportation of body. (a) If death results from
an injury sustained in the performance of duty, the U S. shall pay funeral and buri al
expenses not to exceed $800.

Ibid., (b) |If death results froman injury sustained in the performance of duty,
the body of an enpl oyee whose hone is in the United States may be enbal ned and
transported in a hernetically seal ed casket to his home or |ast place of residence, upon
request of relatives, if the enployee dies fromthe injury while away from his honme or
official station or outside the United States; or fromother causes while away from hone
or official duty station for the purpose of receiving nmedical treatnent.

Death Gratuity

Pursuant to P.L. 104-208, the Omi bus Consolidated Appropriations Act of 1997,
Section 651, a death gratuity benefit of up to $10,000, m nus the amounts payabl e under
FECA for funeral and burial expenses, will be paid to the personal representative of a
civilian enpl oyee whose death results froman injury sustained in the Iine of duty on or
after August 2, 1990.

Travel

5 US. C Section 5702, Per diem enployees traveling on official business,
(b)(1). An enployee who is traveling on official business is authorized rei nbursenent
for travel expenses to the enployee's designated post of duty, or hone, or regular place
of business, in the event of the enployee's own incapacitating illness or injury, or the
serious illness, injury, or death of a famly nenber.

Transportati on of Renains

file:///A|/i14363.txt.txt (13 of 16) [11/10/1999 3:40:42 PM]



file:/IIA|/114363.txt.txt

Joint Travel Regulation, Travel Under Special C rcunmstances, Part B: Death Cases,
Al | owabl e Expenses 6050, authorizes paynent of certain expenses related to preparation
and transportation of remains of enpl oyees and dependents who die while on official
travel, while enployed overseas, or while reassigned away fromtheir home of record
pursuant to a mandatory nobility agreenent.

Unpai d Conpensati on

Any conpensation unpaid at the tinme of an enployee's death will be paid to the
enpl oyee's beneficiaries. Unpaid conpensation includes: current salary, savings bonds
and savi ngs bond bal ance, uncl ai nred or non-negoti ated checks, cash awards, foreign and
nonforeign area differentials and all owances, |unp-sum annual |eave paynent, travel
rei mbursenments, and severance pay (see DoD Financial Managenent Regul ation, Vol une 8,
Chapter 7, 0705. Deceased Enpl oyees).

Li fe | nsurance

The life insurance death benefit is payable regardl ess of the cause of death and
is payable in a lunp sumunl ess the clai mant chooses another nethod of paynent. Fanily
menbers covered by fanmily optional insurance may convert that coverage to individual
pol i ci es.

Heal t h Benefits

The surviving spouse and children of the deceased nay be eligible to continue
heal th benefits. Prenium paynents are deducted fromthe survivor annuity or, if the
annuity is insufficient to cover the cost of the health benefits prem um the survivors
may nake direct prem um paynents to the U S. Ofice of Personnel Managenent.

Thrift Savings Plan (TSP)

A lunmp sum paynent of the account bal ance is payable to the deceased' s designated
beneficiaries. Application nmust be nade to the TSP Service Ofice for this paynent, and
TSP wi Il handl e the processing of this benefit.

Annui ties

CSRS and FERS Handbook for Personnel and Payroll Ofices; 5 USC Chapter 83; and 5
CFR Part 831 provide guidance on survivor benefits payabl e under CSRS and FERS

FERS. Depending on the circunstances, FERS will provide either a lunp sumcredit
for the enployee's contributions to retirement fund, deposits nade to fund for
nondeducti on and refunded service, deposits for post-56 nmilitary service, and interest on
contributions; or a survivor's annuity and/or a children's annuity. |If the enployee had
at least 18 nonths of creditable civilian service, the eligible spouse will receive a
| ump sum paynent of $15,000 adjusted for inflation, plus 50 percent of deceased
enpl oyee's final salary, or high three average sal ary, whichever is greater. |If the
enpl oyee had 10 or nore years of service, the eligible spouse will also receive an
annuity equal to 50 percent of the enployee's accrued Basic Benefit. The children's
annuity varies depending on the nunber of children and whether or not there is a
surviving spouse. The children's annuity is reduced by any social security benefits the
children may be receiving.

CSRS. Depending on length of service, CSRS will provide either a lunp sum
paynent of the enployee's retirenent contributions or, if the enployee had conpl eted at
| east 18 nmonths of civilian service, a nonthly survivor annuity for spouse and/or
children. The anount of the survivor annuity for the spouse and/or former spouse is a
conbi ned total of 55 percent of the disability annuity that woul d have been payable if
the enpl oyee had retired on the date of death. The children's annuity varies dependi ng
on the nunmber of children and whether or not there is a surviving spouse.
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O her Benefits. Certain other benefits may al so be due an enployee's famly from Soci al
Security, the local credit union, the Veterans Administration, or the enployee union.

Social Security. Survivors of deceased enpl oyees who had earned enough credit
for work covered by Social Security may be eligible to receive social security benefits
in the formof continuing cash income and a one-tinme paynent of $255. See SSA Fact Sheet
No. 17, Benefits for Survivors; SSA Panphlet, Survivors; SSA Publication No. 05-10007,
Gover nment Pension O fset.

Veterans Affairs (VA benefits. |If the deceased enpl oyee was a veteran whose
mlitary service was termnated other than dishonorably, burial nmay be authorized in any
nati onal cemetery where grave space is available. There is no charge for a grave in a
national cenmetery. A headstone or marker may be provided by the Governnent.

Contingencies. |In addition to those benefits comonly available to Federal civilian
enpl oyees, certain benefits are provided for enpl oyees depl oyi ng overseas during a
conti ngency.

DoDl 1400.32, DoD Civilian Wrk Force Contingency and Energency Pl anni ng
Gui del i nes and Procedures, F1m provides that enpl oyees with dependents will be assisted
in the preparation of Famly Care Pl ans.

| bid., Filn. An escort officer for the remains of civilians killed in a theater
of operations is authorized; a flag shall be purchased for the casket at Governnent
expense.

I bid., Flo. Enployees deploying to a theater of operations during a contingency
shal | be furni shed opportunity and assistance to prepare wills and any necessary powers
of attorney.

DoD Directive 1404. 10, Enmergency-Essential (E-E) DoD U.S. Citizen Civilian
Enpl oyees:

F.9.f. Enmergency-essential enployees who require treatnent for disease
or injury sustained overseas during hostilities nay be provided care at no cost to the
enpl oyee under the DoD Mlitary Health Services System Medical treatnment will be
provided as for mlitary service nenbers.

Cvilians who are deployed with the mlitary to conbat support roles
during times of crisis are not considered to be "in actual conbat" and are entitled to
acci dental death and di smenbernent benefits under FEG.I in the event of death.

I f the deceased enpl oyee was a veteran receiving conpensation fromthe VA
at the tinme of death, the surviving spouse may be entitled to continuation of the
benefit.

Encl 4
DLAI 1436.3
SAVPLE CONDOLENCE LETTER FOR DEATH OF EMPLOYEE
Dat e

Nanme of Next of Kin
Addr ess
Cty, State ZIP

Dear Next of Kin:
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I was deeply saddened to hear of the passing of your relative, Enployee Nane, and
want to extend, on behalf of nyself and all his/her co-workers at the Defense Logistics
Agency, our heartfelt condol ences to your famly. The |oss of Enployee's expertise wll
be felt throughout the Organization. His/her personal conmitnent of support to his/her
custonmers, as well as his/her genuine concern for others, will be sorely mssed not only
by his/her coll eagues, but by his/her nmany friends and acquai ntances in the Agency.

On behal f of all personnel of the Defense Logistics Agency, | extend our deepest
synpathy. Please let ne know if we can help you in any way.

Si ncerely,

ACTIVITY HEAD

Encl 5
DLAl 1436.3

SAMPLE CONDOLENCE LETTER FOR DEATH OF A FAM LY MEMBER

Dat e

Enpl oyee nane
Addr ess
Cty, State Zp

Dear Enpl oyee Nane:

| was deeply saddened to hear of the passing of your Relative. | understand the
heartache and deep sense of |oss you feel. W rds are inadequate at a tine like this;
however, | trust you will take confort in knowi ng you and your famly are in our thoughts

and prayers.

On behal f of all personnel of the Defense Logistics Agency, | extend our deepest
synpathy. Please let ne know if we can help you in any way.

Si ncerely,

ACTI VI TY HEAD

1
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